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A timely report from Human Resources to the staff of the
American Institute of Certified Public Accountants

October 23, 1989
Welcome!

Ana Cordero - Secretary, Promotions.
Before joining
our staff, Ana was an Administrative Secretary at M.Z.
Berger & Company.

Violeta Gomez - Clerk Typist, Membership Administration.
Prior to joining the staff, Violeta worked at Stafford
Oil as a Desk Clerk.
Kathleen Gulatsi - Technical Manager, Federal Government
Relations.
Kathleen came to the Institute from Arthur
Young & Co. where she was a Manager.
Christina Gutierrez - File Clerk, Library Services.
Previously, Christina was a Cashier at Linda's Deli.

Peter Homans - Assistant Editor, Production & Editorial
Services.
Peter was a Senior Copy Editor at Warren,
Gorham & Lamont, before joining our staff.

Erin Mackler - Project Manager, CPE Program Dev. Non-Tax.
Erin last worked as a Senior Accountant at Coopers
& Lybrand.

Catherine
Mathews
Coordinator,
SEC
Previously, Catherine was a Secretary for
Zimmerman, Esq.

Practice.
Thos. L.

Barbara O'Brien - Facsimile Operator, Text Processing.
Prior to joining our staff, Barbara was the Assistant
Manager at The Sugar Bowl.

Michael Plessl - Systems Analyst, Programming & Systems.
Michael previously worked for the Institute in 1979.
Christine Ranges - Clerk Typist,
Customer Service.
Prior to joining the staff, Christine was a Secretary
for the Pandick Press.

Elizabeth
Ryan
Manager,
Secretarial
Services.
Elizabeth came to the Institute from Goldman, Sachs
& Company where she worked as a Personnel Associate.
Facts About Fax 1 In 5 Are Wasted

Unnecessary office facsimile transmissions are costing
American business millions of dollars a year, according
to a national survey developed by Accountemps.
The
survey reported there is no need for one out of every
five fax transmissions.
Top executives and personnel
directors
of
100
of
the
nation's
1,000
largest
corporations participated in the survey. The respondents
were
asked:
What
percent
of
office
facsimile
transmissions
do
you
estimate
are
unnecessary
or
wasteful? The average answer: 22 percent.
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Staff
Promotion

Annette
Andino
was
promoted
to
Professional
Ethics
from
Secretary
Services.

Staff
Anniversaries

Congratulations to the following staff members who
last week celebrated various anniversaries with the
Institute.
Anniversary
Alice M. Steblecki
Octavio Rivera Ruiz
Florence Caraballo
Frederick Gill

Non Exempt
Time Cards

Coordinator
in
in
Secretarial

Payroll & Budget
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Finance & Administration
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26th
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6th
6th

Non
Exempt
Staff : . A
revised
time card has
been
distributed for use effective with the week ending
10-28-89.
It has been designed to make it easier to
report regular time and overtime and to clarify the
need for approval signatures.
Supervisors : The revised time card calls for you to
write out - in words - the total number of hours and
- in numbers - the total number of minutes worked.

Division Directors: The revision clarifies our policy
that requires your signature to authorize overtime
in excess of five hours.

Everybody: Please remember that we need a time
or time sheet from each staff member each week.
Secretarial Bugs
What bugs secretaries the most about their
bosses? According to a survey, these are
some of the most common complaints...

card

People Like to Know What's Going On

“Just to bring you
up to date . .

The boss who dawdles around until five
p.m., then decides to begin the day's
dictation.

The boss who marks up work that could be
corrected, or slashes a line through a
four-page letter because one word is
incorrectly spelled.
The boss who hovers over a secretary,
pointing out typing errors before he or
she has had a chance to notice them.
The boss who never appreciates what is
done - who takes good work for granted.
Bosses:

If the shoe fits...

Don’t underestimate the
importance of keeping people
informed. It promotes high
morale and better teamwork.

